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DOCUMENT HISTORY

Version  Date Additions/Changes Prepared/Reviewed By

1.0 07/22/2021 | Initial Submission Emily Shirley

1.1 07/22/2021 Revisioni update images Danyelle Toval

1.2 08/09/2021 Updates Emily Shirley

1.3 08/10/2021 Revisioni update images and Danyelle Toval
formatting

1.4 11/162021| Revision- Formatting Khadijah Cooper

1.5 12/13/2021] Removed mention of deleted field | Emily Shirley
1.6 01/12/2022| Added the Edit Request instruction| Emily Shirley
1.7 01/12/2022| Removed the SDA instructions Emily Shirley
1.8 05/03/2022 Re-doing the TC Approver section | Emily Shirley

GENERAL INFORMATION

Describes the proceduregabmit a Network Project Request (46) using a Service Request
within the Ivanti Service Manager system

SCOPE

TheNetwork Project Request (NB5) EndUser Guidds designed foany user able to submit a
Network Project Request.

PURPOSE

To provide an understanding and guidelines when submitiNefwork Project Request (NS
16) using the Ivanti Service Manager system
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ACCESS THE IVANTI LOGIN PAGE

1. Navigate to web URL for login page. (Google Chrome is the preferred web browser)
1 https://otssupport.la.gov
A The system logs the user into Ivanti automatically using singleasign
authentication.
A The user must connect to the Louisiana State Network directly or via VPN
to use Ivanti.
1 If not, please emaiDTSSupport@LA.GOV
2. On First Time Login youmay be presented with a selection of Roles if you are assigned
more than one role.
1 Youshould select the Role yauish to be youdefault Role when yosign infor
future login.
1 You can select your role by clicking on the Role name below your Login name in
the top right of the page.

Danyelle Toval LN
dalls g Administrator L 2

Administrator

Self Service User

Service Desk Analyst

3. Thedefault 'Home Pageill displayed

I TS + Home - Service Catalog - My ltems - My Approvals - Announcements - Alert More...

- My Open items
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SELF SERVICE USER / SUBMITTER

1. Select theSelf Service Userole.
2. Click ServiceCatalogin the upper toolbar

——
- @  Emiy Shirey
I UAT + Home| Service Catalog | My ltems - My Approvals - Announcements - Alert More ain | o Solf Service User
B _

3. Click on theCommunication / Network Servicescategory and find thetwork
Project Request (NS16) request offering.

Browse by Category

All categories

MNetwork Project Request (NS-16)

15 TOPM 15 used 10 request a projec
from Metwork Services /
Telecommunications.

Most popular

Communication / Network Services l

Enter Incident

Communication Services b

4. Open theNetwork Project Request (NS16) Request @ering and fill out the form
according to the instructions. You may hover over @ scons for help if needed

Due to expressions used i n t he beerdtedaltyouam pav
of the OTSEUC-Network-Orders team, you will be able to edit the following afilted fields: TC
Approval Group andARM Group to be Notified. Whena field is manually changethe form is
iSaved f, onthe forantsesubniied the autefill expressiors no longer worlas intended.
Pl ease be aware of this as youdll need to

5. When all the required fields are filled oatibmit the form by clickingitherSubmit

button.
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TC APPROVER

When a Self Service UséBSubmittersubmits an article for approval, tA€ Approvers review
it first. A requestan beApproved, Denied or identified adncorrect Approval Group .

Select theSelf Service Userole by clicking the dropdown under your name in the upigéit
of the page.

Emily Shlrlev
dall | 3 Self Service User =

Administrator

ARM

Knowledge Manager
Knowledge Super User
Knowledge Supervisor

Self Service User

Service Desk Analyst

This dashboard contaitao sections of interesMy Open Items andMy Approvals (My
Items).

’ . " " " . mily Shirla
UA I + Home - Service Catalog - My ltems - My Approvals - Announcements - Alert More. ain [EETSET @ Help (D &
Home

@k ary Progress Creatad on

5072990 Network Project Request (NS-16) - 05022022
5072089 ATC Procurement - test - 04/28/2022
5072980 DOE USER SETUR/ SEPARATION for Employee/Contractors. for new emp test - 0412172022
5072977 DOA Procurement - testing denial change - 04/21/2022
5072670 CPRA USER SETUP/ SEPARATION for Employea/Contractors. for 123 123 - 0411312022
5072952 DPS Onboarding Request for test test - 04/07/2022
5072842 LDR USER SETUP/ SEPARATION for Employee/Contractors for test@k com testdk com 04/06/2022
5072941 LDR USER SETUR/ SEPARATION for Employee/Contractors for test test - 041062022
5072819 DPS Onhoarding Request for test test - 03/31/2022
5072906 DPS Onboarding Request for test test - 03312022
5072805 DPS Procurement - test - 0373172022
5072003 DPS Onboarding Request for tast test - 03312022
5072895 Netwark Project Request (NS-16) - 033012022
5072886 DPS Procuramant - testing email - 03/3012022
5072884 DPS Onboarding Request for testing omy 033012022
5072883 DPS Procurament - test DPS OMV - 03/3012022
5072848 DPS Onboarding Request for new pla 03/23/2022
5072847 DPS Onhoarding Request for new contractor - 03232022
5072846 DPS Onboarding Request for new emp - 03/23/2022
572842 NPS Anhaardinn Reausst fnr namea chanas nia. —— MR L]
ew All My llems

<SPPOOOOCOOOOOOOORO00O0D

& My Approvals My Items)
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UAT + Home - Service Catalog - My ltems - My Approvals - Announcements - Alert More. § fFobsuis @ Help (D &

12040 NBS Anhaarrkng Renuast £ hanna ol nnanny

0 Summary Progress Created on
44881 Agency Approver needed for Service Request #5072993 - ATC Procurement - lesting purchasing 05/02/2022
© 44678 NS-16 Project Request 05/02/2022
© 41876 NS-16 Project Request 0510212022
© 44868 ARM Approver needed for Service Request #5072989 - ATC Procurement - test 04282022
° 44662 Agency Approver needed for Service Request #5072989 - ATC Procurement - test 0412812022
© 450 NS-16 Project Request 0412812022
° 44647 Supervisor Approval Requested - Knowledge Article #10222 0412612022
© 41633 Ageney Approver needed for Service Request ¥5072077 - DOA Procurement - lesting denial change 0412112022
° 44614 0JJ Onboarding - TEST APPROVAL - 04/08/2022
© 44502 0.4 Onboarding - TEST APPROVAL - 04/08/2022
© 44570 0uJ Onboarding - TEST APPROVAL - 04/08/2022
© 44548 0l Onboarding - TEST APPROVAL - 04/08/2022
© 44526 04J Onbearding - TEST APPROVAL - 04/08/2022
© 44504 0JJ Onboarding - TEST APPROVAL - 04107/2022
44480 04J Onbearding - TEST APPROVAL - 0410712022
© 44458 Agency Approver Lavel 2 needed for Servica Requast #5072785 - 0JJ Onboarding Request for James Roberts - 04/05/2022
© 44448 Agency Approver Level 2 needed for Service Request 5072809 - 0JJ Onboarding Request for Pierre St James - 04/05/2022
© 44212 Agency Approver Level 1 needed for Service Request #5072819 - DPS Onboarding Request for lest test - 0313112022
° 44341 Agency Approver Level 1 needed for Servics Requast #5072839 - DPS Onboarding Requast for new pta mmm—— 03232022
& 41704 Anency Anniower | avel 2 needed T Senacs Renueel 5072834 . 0.1 Onhoardinn Remuee! fnr néw s - 0322120 hd
View Al My ltems

TheTop Level Tabsare as follows: Homeervice CatalogVly Items, MyApprovals,
Announcements, AlerendMore... Cl i ck one of these options
workspace. If a workspace that you need is not shown, cliddthe eédttonto show the

Approval tab

+ IHOF"G - Service Catalog - My Iltems - My Approvals - Announcements - Alert I b\dore,,l @  Emivsnrey @ Hep o -

Search objects -

Recently Viewed

& My Open items

TheMy Open Itemspanel shows a list of all tHeervice Requestshathave been created by the
current userClick on a requedb view it.

UAT + Home - Service Catalog - Myltems - My Approvals - Announcements - Alert  More. . @  EmivShriey @ Help o -

aln gy Sell Service User

My ltems: Service Request

€ Back to My Items List

Item Details |Ser\nceR uest Progress
Requesté g 2o

5072895 ) ) .
k Service Offering: Network Project Request (NS-16) v6
Request Name This form is used to request a project from Network Services / Telecommunications

Network Project R t (NS-16)
Network Profect Request (NS-16 OTM GL (for telcom):

Description: 212312456

This form is used o request a LaGov GL

project from Network Services / Note that the LaGov GL value needs to
Talecommunications. 123456789 n charar ong.

Order Date
03/30/2022 10:02 PM This field is only editable by TC Approvers

as well as users on particular OTS teams.
Status Please disregard If not applicable to you.

Panding Approval
Is this an OSB Project?

Cancel Request
No

Edit Request

Agency Information
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TheMy Approvals (My Items) panel shows a list of all thpprovals that belong to the
current user. Cliclon anApproval to open the associated request.

) . ) ) @  Emiyshirey . s
UAT + Home - Service Catalog - My Items - My Approvals - Announcements - Alert  More.. e M @ Help (0]

My ltems: Approval

NS-16 Project Request

€ Backto My llems List  Approval status: Approved Approved on: 04/28/2022 12:02 AM - -
Cancel Request k Service Offering: Network Project Request (NS-16).
This form is used to request a project from Network Services / Telecommunications. Current Version 4/21
Edit Request

OTM GL (for telcom):

Note that the Cost Center entered does not Yes

123 satisfy the specified format. Please

acknowledge the entered value is correct
by choosing “Yes" from this dropdown

LaGov Cost Center
Note that the LaGov Cost Center
123 value needs to be ten characters long.

This field is only editable by TC Approvers

as well as users on particular OTS teams

Please disregard if not applicable to you.
Is this an OSB Project?

No

Anancy Infarmatinn -

At the top of this page, you can view the Approval Status as wAbpove or Denythe request.

UAT + Home - Service Catalog - My ltems - My Approvals - Announcements - Alert  More O piTSuRy @ Hep o -

dlm @& Self Service User

Home My ltems: Approval » [ ]

Supervisor Approval Requested - Knowledge Article #10222

€ Back to My ltems List | Approval status: Pending

If applicable, you may also have the ability to Edit the request by clicking the button on the left.

UAT + Home - Service Catalog
Home _My\lems Approval

NS-16 Project Request

€ Back to My Items List ~ Approval status: Approved Approved on: ¢

Cancel Request W&' Service Offering: Nej|

I B I This form is used to requ

OTM GL (for telcom):

123

LaGov Cost Center

123

This field is only ed

as well as users ol

Please disregard i
Is this an OSB Project?

No
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REQUEST APPROVAL

1. Navigate to thé\pproval y o u 6edto dpprove bgcrolling down analicking the
Approval within theMy Approvals (My Items) panel on the homepadgy

default, the most recent Approvals are at the top of the list.

UAT + Home - Service Catalog - My ltems -

© 5072847 DPS Onboarding Request for new contractor

© 5072846 DPS Onboarding Request for new emp
& sn72842 nps A Ranuost fr nama rhanaa o

My Approvals - Announcements - Alert ain FRror

Emily Shirley

@ Help @ .

03/23/2022
03/23/2022 ..
n23090

View All My Items

& My Approvals (My Items)

Summary

Progress Created on
mmm-- 041282022

-———— 04/28/2022 ... I

Supervisor Approval Requested - Knowledge Article #10222

0JJ Onboarding - TEST APPROVAL
0JJ Onboarding - TEST APPROVAL
0JJ Onboarding - TEST APPROVAL
0JJ Onboarding - TEST APPROVAL
0JJ Onboarding - TEST APPROVAL
0JJ Onboarding - TEST APPROVAL
0JJ Onboarding - TEST APPROVAL

Agency Approver needed for Service Request #5072877 - DOA Procurement - testing denial change:

Agency Approver Level 2 needed for Service Request #5072785 - 0JJ Onboarding Request for James Roberts
Agency Approver Level 2 needed for Service Request #5072809 - OJJ Onboarding Request for Pierre St James
Agency Approver Level 1 needed for Service Request 5072919 - DPS Onboarding Request for test test
Agency Approver Level 1 needed for Service Request #5072839 - DPS Onboarding Request far new pta
Agency Approver Level 2 nesded for Service Request £5072834 - 0JJ Onboarding Request for new smp

- 04/26/2022

LU L] 04/21/2022
04/08/2022 ...
04/08/2022 ...
04/08/2022
04/08/2022
04/08/2022 ...
04/07/2022
04/07/2022
04/05/2022
04/05/2022
0313172022

- 0372372022
032272022

2. Once theApprovaldé s a s sSerdce Requests openyou may scroll through
the request to see the contents. If the beginG@gt Center fieldsare not filled out

or they are incorrectlick thefEdit Requesb

button

to popul ate the
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